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APPENDIX D
EDITING SYMBOLS

Symbol Meaning
Capiltalize
Make lower case
Make lower case
Insert letter
Change letter(s)
Delete letter, close up
Delete letter, loave space
Insert word
Change word
Delete word, close up
Delete word, leave space
Insert space
Close up
Insert period
Insert comma

(Use same caret (n) to insert
colon and semi-colon)
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Etfect
Ft. Knox

the mayor

Ft. Knox

News stories
action photo
typewriter

first sergeant
news and photos
record plctures
newsworthy
the men

news photos
newspaper

the end. The
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r%nter Insert hyphen re-enter
fac;"for example Insert dash fact- -for example
'wWe belleve. .. Insert quotes, apostrophe "We belleve. ..
white” and blue Delete space white and blue
capijén Transpose letters captain
/tun\fast/ Transpose words fast run
Apply same principle as above, or Transpose sentences, paragraphs
circle first tem and draw arrow to
desired position; note wlth®
Make opposite Dr.
Doctor
21
twenty-one
Not a new paragraph battle. Soldlers
New paragraph baiflles.o "
Idiers
&=
the/m?rlfle Let it stand as before corrected the M14 rifle
“JThe Dogl_- Center in column (heads and subheads) The Dog
$37 Move to right $37,000
$38,0 $38,000
$37,000 Move to left $37,000
C $38,000 $38,000




